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Open your internet browser & go to: 
https://www.ips.state.nc.us/ips/agency/logon.asp 

Enter your user ID & password & click the submit button 

10/9/2013 

https://www.ips.state.nc.us/ips/agency/logon.asp


Click on the POST ADDENDA option. 
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Enter your bid number & click on the RETRIEVE BID button 
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The bid information screen will now appear. Type in the Addendum 
Description. When changing the bid opening date, make sure to physically 
change the bid opening date in the Bid Opening Date (mm/dd/yyyy) field. 

Posting Addenda to the Internet  

10/9/2013 



Click on the Browse button to upload your PDF addendum. 
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To locate your PDF document, change the file types to All 
Files and select the location of your PDF document. Click 

once on the file name & click on the Open button. 
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Your document location appears in the 
box. Click on the Next button. 
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Verify the bid document you uploaded corresponds with the bid number 
you are posting and that the bid looks desirable. Click the Next button. 
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If everything looks ok, click on POST TO THE INTERNET – ALL INFORMATION IS CORRECT 
and click on the SUBMIT button. If you need to change any information listed in the 

tables shown above, click on MAKE CORRECTIONS – INCORRECT FIELD (SUCH AS 
CATEGORY, OPEN DATE, ETC.) and click on the SUBMIT button.  If something is wrong 

with your document and you do not want to post it, click on DELETE EVERYTHING AND 
START OVER – THE WRONG BID DOCUMENT HAS BEEN CHOSEN OR OTHER MAJOR 

PROBLEMS and click on the SUBMIT button. 10/9/2013 
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Now go to the public menu  to make sure your bid addendum is 
posted. 
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